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101 
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102 

103 

104 

105 

106 

ADMINISTRATIVE RECORDS 

A u d i t / I n s p e c t i o n Records 

( I n c l u d e s cor respondence/repor ts r e l a t i n g t o 
p e r s o n n e l / f i s e a l / p r i v a c y / s e c u r i t y / e q u i p m e n t a u d i t s / 
I n s p e c t i o n s / r e v i e w s . ) 

C o n t r a c t u a l Records 

( I n c l u d e s r e l a t e d co r respondence/dup l i ca te c o n t r a c t s / 
memoranda o f understanding/agreements/permits/other 

^ c o n t r a c t u a l arrangements r e l a t i n g to l a b o r r e l a t i o n s / 
equipment maintenance/pol ice data exchange programs. ) 

Correspondence ( G e n e r a l ) 

( I n c l u d e s I n t e r n a l / e x t e r n a l correspondence r e l a t i n g 
to pol1ce o p e r a t i o n s / f u n c t i o n s . ) 

County B i l l s ( D u p l i c a t e ) 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / b i l l s adopted by 
County C o u n c i l . ) 

Dec is ions/Op in ions 

( I n c l u d e s r e l a t e d cor respondence/cour t d e c i s i o n s / 
cases/ lega l o p i n i o n s / a d v i s o r y l e t t e r s r e l a t i n g to 
p o l i c e o p e r a t i o n s . ) 

D i r e c t i v e s Records ( D u p l i c a t e ) 

( I n c l u d e s c o r r e s p o n d e n c e / a d m i n i s t r a t i v e d i r e c t i v e s / 
o r d e r s / p r o c e d u r e s / e x e c u t i v e orders/memoranda/ 
amendments/divis ion d i r e c t i v e s / r u l e s / r e g u l a t i o n s / 
handbooks/manuals/proclamations r e l a t i n g to f u n c t i o n a l 
a c t i v i t i e s . ) 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 3 a d d 
i t i o n a l y e a r s , then d e s t r o y . 

Dest roy 1 y e a r a f t e r date o f 
e x p i r a t i o n . 

Schedule approved by Deportment, Agency or D i v i s i o n Representat ive 

J . N . SFONDOURIa \l\/JrW^MVW^' DIRECTOR 

C u t o f f a t end o f ca lendar 
year . Retain for 3 add
i t i o n a l y e a r s , then d e s t r o y . 

Reta in u n t i l amended o r 
r e p e a l e d , then d e s t r o y . 

Dest roy when superseded o r 
o b s o l e t e . 

Dest roy when superseded , 
updated , c a n c e l l e d , o r 
o b s o l e t e . 

11/16/82 
T i t l e Date 

S rho i lu lp A i.flliori i«» J by HnM of RecO'rJn C o m m i s s i o n 
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107 Federal Laws/Regulat ions ( D u p l i c a t e ) 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / r e g u l a t i o n s / b i l l s 
i ssued by U . S . Congress/Execut i ve Departments r e 
l a t i n g t o p r i v a c y / s e c u r i t y p l a n s . ) 

Dest roy when superseded , 
updated , r e v i s e d , . o r o b s o l e t e . 

108 Mouse B i l l s ( D u p l i c a t e ) 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / b i l l s adopted by 
Maryland General Assembly r e l a t i n g to p o l i c e 
o p e r a t i o n s . ) 

Dest roy when amended, o r -
r e p e a l e d . 

109 Manuals/Warranties 

( I n c l u d e s r e l a t e d cor respondence/manua ls/ ins t ruc t ions/ 
Warrant ies r e l a t i n g to o f f i c e equipment . ) 

T r a n s f e r w i t h equipment 
r e c e i v i n g agency . 

no 

• 
Minutes ( D u p l i c a t e ) 

t 

( I n c l u d e s d i v i s i o n / d e p a r t m e n t a l minutes o f meetings 
c rea ted by C h i e f o f Po l ice/Records D i v i s i o n 
D i r e c t o r . ) 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d 
i t i o n a l y e a r s , then d e s t r o y . 

111 O r g a n i z a t i o n Charts Reta in permanent l y . 

( I n c l u d e s s t a f f i n g c h a r t s / r e l a t e d m a t e r i a l s . ) 

112 Other S tate/County Laws/Regulat ions 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / b i l l s from o t h e r 
s t a t e / c o u n t y l e g i s l a t i v e bodies r e l a t i n g t o p o l i c e 
o p e r a t i o n s . ) 

C u t o f f a t end 
y e a r . Reta in 
i t i o n a l y e a r s , 

o f c a l e n d a r 
f o r 3 a d d -

then d e s t r o y . 

113 Planning Records 

( I n c l u d e s co r respondence/repor ts r e l a t i n g t o s p e c i f i c / 
general p r o j e c t program p lann ing a c t i v i t i e s . ) 

C u t o f f a t end 
y e a r . Reta in 
i t i o n a l y e a r s , 

o f c a l e n d a r 
f o r 2 a d d -

then d e s t r o y . 

114 P r o p e r t y T u r n - I n Repbrts 

( I n c l u d e s r e l a t e d cor respondence/repor ts used f o r 
o f f i c e equipment s u r p l u s / t r a n s f e r / d i s p o s a l 
a c t i v i t i e s . ) 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in u n t i l p r o p e r t y . 
i n v e n t o r y updated . 



r o r i M - n.M- ' A 
R R V . J ' 7 5 

PGCtt 1354A 

75 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

S C H E D U L E 

PAGE 
N O . ' 3 'of 15 

N o . Descr ip t ion Retent ion 

115 

116 

117 

118 

119 

120 

121 

122 

200! 

01 

Pub l i c I n f o r m a t i o n i n q u i r i e s 

( I n c l u d e s correspondence r e l a t i n g to c r i m i n a l / j u v e n i l e / 
i d e n t i f t c a t i o n / i n c i d e n t / a c c i d e n t i n f o r m a t i o n c o l l e c t i o n ^ 
d i s s e m i n a t i o n a c t i v i t i e s . ) 

Records Disposal C e r t i f i c a t e s 

( I n c l u d e s c e r t i f i c a t e s used f o r p o l i c e r e c o r d s 
d i s p o s a l s a u t h o r i z e d by r e c o r d s r e t e n t i o n s c h e d u l e s . ) 

Records Retent ion Schedules 

( I n c l u d e s c o u n t y / s t a t e approved r e c o r d s r e t e n t i o n 
schedules r e l a t i n g to Records Management Program.) 

Records T r a n s m i t t a l s / R e c e i p t s 

( I n c l u d e s t r a n s m i t t a l s / r e c e i p t s used f o r t r a n s f e r r i n g 
r e c o r d s ho ld ings to county r e c o r d s c e n t e r f o r tempo
r a r y s t o r a g e . ) 

Repair Work Requests 

( I n c l u d e s cor respondence/other r e c o r d s f o r r e p a i r s / 
maintenance work r e q u e s t s . ) 

R e s o l u t i o n s ( D u p l i c a t e ) 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / r e s o l u t i o n s adopted 
by l e g i s l a t i v e b o d i e s . ) 

S t u d i e s / S u r v e y s / P r o j e c t s 

( I n c l u d e s r e l a t e d co r respondence/repor ts r e l a t i n g to 
management s u r v e y s / s t u d i e s / p r o j e c t s / p r o g r a m s . ) 

Subpoenas/Summons/Orders 

( I n c l u d e s r e l a t e d correspondence/subpoenas/summons/ 
o r d e r s I ssued by s t a t e / f e d e r a l c o u r t s f o r d e p o s i t i o n / 
t r i a l a c t i v i t i e s . ) 

FISCAL/ACCOUNTING RECORDS 

Rank D e p o s i t s / T i c k e t s 

( I n c l u d e s r e l a t e d correspondence/bank d e p o s i t s / t i c k e t s 
used f o r r e c o r d s s a l e s . ) 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 2 a d d 
i t i o n a l y e a r s , then d e s t r o y . 

Reta in permanent ly . 

Dest roy when superseded , o r 
updated . 

Dest roy when o f f - s i t e r e c o r d s 
s e r i e s e l i g i b l e f o r a u t h o r i z e d 
d e s t r u c t i o n . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d 
i t i o n a l y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d 
i t i o n a l y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d 
i t i o n a l y e a r s , then d e s t r o y . 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 2 a d d 
i t i o n a l y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 
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202 ' B i l l s / I n v o i c e s 

( I n c l u d e s r e l a t e d c o r r e s p b n d e n c e / r e p o r t s / b i l l s / 1 n v o i c e s / 
o t h e r r e c o r d s r e l a t i n g to f i s c a l o p e r a t i o n s / f u n c t i o n s . ) 

203 | Budget P r e p a r a t i o n Records 

( I n c l u d e s r e l a t e d records/cor respondence r e l a t i n g to 
o p e r a t i n g budget p repara t ion/deve lopment . ) 

204 | C a p i t a l Budget Records 

( I n c l u d e s r e l a t e d r e c o r d s / o t h e r documents r e l a t i n g to 
budget e s t i m a t e / p r e p a r a t i o n f o r c a p i t a l e x p e n d i t u r e s . ) 

203 | C o l l e c t i o n Records 

( I n c l u d e s r e l a t e d correspondence/bad checks/other 
records r e l a t i n g to bad checks c o l l e c t i o n a c t i v i t i e s . ) 

206 | C o l l e c t i o n s / T r a n s m i t t a l Reports 

( I n c l u d e s r e l a t e d co r respondence/ t ra nsmi t ta l r e p o r t s 
used f o r bank d e p o s i t a c t i v i t i e s . ) 

207 | H o l i d a y Reimbursement Records 

( I n c l u d e s r e l a t e d cor respondence/records r e l a t i n g to 
employees e l i g i b l e f o r h o l i d a y p a y . ) 

208 | Money C o l l e c t i o n s Logs 

( I n c l u d e s r e c o r d s used f o r d a i l y cash r e c e i p t / c h e c k 
t r a n s a c t i o n s . ) 

209 | Report Sales Rece ipts 

( I n c l u d e s r e c e i p t s f o r p o l i c e r e p o r t s t r a n s a c t i o n s . ) 

210 Reproduct ion Readings Records 

( I n c l u d e s photocopy read ings used f o r vendor b i l l i n g s . ) 

211 | Purchase O r d e r s / R e q u i s i t i o n s 

( I n c l u d e s purchase o r d e r s / r e q u i s i t i o n s used f o r s u p p l i e s 
serv ice/equipment procurement a c t i v i t i e s . ) 

C u t o f f a t end o f ca lendar y e a r . 
Retain f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f f i s c a l - y e a r . 
Retain f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f f i s c a l y e a r . 
Reta in f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 2 y e a r s , then 
d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r . 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f ca lendar y e a r 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f ca lendar y e a r 
Retain f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f ca lendar y e a r 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 
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300 

301 

A 

IDENTIFICATION RECORDS 

Cr imina l P r i n t s 

Cr imina l Photographs ( A d u l t s ) 

( I n c l u d e s p o s i t i v e / n e g a t i v e photographs r e l a t i n g to 
persons ar res ted/photographed f o r c r i m i n a l i d e n t i f i 
c a t i o n . ) 

Cr imina l Photographs ( J u v e n i l e s ) 

( I n c l u d e s p o s i t i v e / n e g a t i v e photographs r e l a t i n g to 
j u v e n i l e s a r res ted/photographed f o r c r i m i n a l i d e n t i f 
i c a t i o n . ) 

La tent P r i n t s ( I d e n t i f i e d ) 

( I n c l u d e s l a t e n t p r i n t s c o l l e c t e d from crime scenes/ 
used f o r p o s i t i v e suspect i d e n t i f i c a t i o n . ) 

L a t e n t P r i n t s Without Values 

( I n c l u d e s l a t e n t p r i n t s c o l l e c t e d from cr ime scenes/used 
f o r crime s o l v i n g a c t i v i t i e s . ) , 

La tent P r i n t s Without V a l u e s ( F e l o n y Cases) 

( I n c l u d e s l a t e n t p r i n t s c o l l e c t e d from crime 'scenes/ 
used f o r f e l o n y c a s e s . ) 

La tent P r i n t s With Values(M1sdemeanor Cases) 

( I n c l u d e s l a t e n t p r i n t s c o l l e c t e d from cr ime scenes/ 
used f o r misdemeanor c a s e s . ) 

T e n - F i n g e r p r i n t s ( A d u l t s ) 

( I n c l u d e s f i n g e r p r i n t s r e l a t i n g to persons a r r e s t e d / 
charged w i t h c r i m i n a l a c t i v i t i e s / u s e d f o r p o s i t i v e 
I d e n t i f i c a t i o n . ) . 

T e n - F i n g e r p r i n t s ( J u v e n i l e s ) 

( I n c l u d e s f i n g e r p r i n t s r e l a t i n g to j u v e n i l e s a r r e s t e d / 
charged f o r c r i m i n a l a c t i v i t i e s / u s e d f o r p o s i t i v e 
i d e n t i f i c a t i o n . ) 

Dest roy p o s i t i v e / n e g a t i v e 
when o f f e n d e r becomes 75 
years o l d . 

Dest roy p o s i t i v e s / n e g a t i v e s 
when o f f e n d e r becomes 30 y e a r s 
o l d . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 30 a d d - ' 
i t i o n a l y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f ca lendar 
y e a r . For homic ide , r a p e , 
r o b b e r y , and k idnapping 
r e l a t e d l a t e n t p r i n t s , d e 
s t r o y a t end o f 30 y e a r s . 

C u t o f f a t end o f ca lendar 
y e a r . For misdemeanor r e l a t e d 
l a t e n t p r i n t s , d e s t r o y a t end 
o f 5 y e a r s . 

Dest roy when o f f e n d e r becomes 
75 years o l d . 

Dest roy when o f f e n d e r becomes 
30 y e a r s o l d . 
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T e n - F i n g e r p r i n t s ( I d e n t i f i e d Deceased) 

( I n c l u d e s f i n g e r p r i n t s r e l a t i n g to I d e n t i f i e d dead 
p e r s o n s . ) 

T e n - F i n g e r p r i n t s ( N o n - I d e n t i f i e d Deceased) 

( I n c l u d e s f i n g e r p r i n t s r e l a t i n g to n o n - I d e n t i f i e d 
deceased p e r s o n s . ) 

3021 Non-O1nfiinal P r i n t s 

( I n c l u d e s f i n g e r p r i n t s r e l a t i n g to c i v i l i a n a p p l i c a n t s / 
f o r t u n e tel1ers/masseurs/masseuses/hackers f o r 
employment/1icensing p u r p o s e s . ) 

C i v i l i a n Personnel 

Fortune T e l l e r s 

Masseurs/Masseuses 

Sworn Personnel 

Tax i Dr i ve rs/Hackers 

303] P r i n t s ( N o n - A f f i l i a t e d Agenc ies ) 

( I n c l u d e s f i n g e r p r i n t s / 1 a t e n t s processed by o t h e r law 
enforcement agenc ies f o r persons a r r e s t e d / c h a r g e d 
w i t h c r i m i n a l a c t i v i t i e s / u s e d f o r p o s i t i v e I d e n t i f i 
c a t i o n . ) 

A d u l t F i n g e r p r i n t s 

Dest roy a t end o f 5 years fr.om 
date o f d e a t h . 

Dest roy a t end o f 20 y e a r s . 

Dest roy a f t e r employee t e r m i 
n a t i o n / s e p a r a t i o n o r t r a n s f e r 
to another County agency . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Des t roy 1 y e a r a f t e r 
l a s t p r i n t i n g . 

C u t o f f a t end o f c a l e n d a r y e a r 
Dest roy 1 y e a r a f t e r l a s t 
p r i n t i n g . 

Dest roy a f t e r employee t e r m i 
n a t i o n / s e p a r a t i o n . 

C u t o f f a t end o f c a l e n d a r y e a r . 
Des t roy 1 y e a r a f t e r l a s t 
p r i n t i n g . 

Pu l l f i n g e r p r i n t s when o f f e n d 
er becomes 75 y e a r s o l d . T rans -| 
f e r to o r i g i n a t i n g agency f o r 
d i s p o s a l . 

P S - 9 * 2 
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N o . Descr ip t ion Retenti on 

400 

401 

402 

403 

404 

405 

406 

407 

J u v e n i l e F i n g e r p r i n t s 

La tent P r i n t s ( I d e n t i f i e d ) 

PERSONNEL REC0R0S 

Acc idents ( V e h i c l e s ) 

( I n c l u d e s r e l a t e d correspondence/employee a c c i d e n t 
r e p o r t s . ) 

Annual Leave T r a n s f e r Requests 
t 

( I n c l u d e s r e l a t e d correspondence/form l e t t e r s used . 
f o r employee annual l e a v e t r a n s f e r s . ) 

AW0L Records 

( I n c l u d e s r e l a t e d correspondence/form l e t t e r s r e l a t i n g 
to unauthor i zed employee absentee ism. ) 

D a i l y Personnel Reports 

( I n c l u d e s correspondence/personnel r e p o r t s used f o r 
p a y r o l l p r e p a r a t i o n . ) 

Demotion Requests 

( I n c l u d e s r e l a t e d correspondence/form l e t t e r s r e l a t i n g 
to employee demotion r e q u e s t s . ) 

Doc to rs ' C e r t i f i c a t e s 

( I n c l u d e s r e l a t e d correspondence/medical c e r t i f i c a t e s 
f o r employee s i c k n e s s . ) 

Employee B e n e f i t Plans 

( I n c l u d e s r e l a t e d co r respondence/repor ts r e l a t i n g to 
employee h e a l t h i n s u r a n c e / d i s a b i l i t y / o t h e r p l a n s . ) 

P u l l f i n g e r p r i n t s when o f f e n d 
e r becomes 30 y e a r s o l d . 
T r a n s f e r to o r i g i n a t i n g agency 
f o r d i s p o s a l . 

P u l l p r i n t s when o f f e n d e r b e 
comes 30 years o l d . T r a n s f e r . 
to o r i g i n a t i n g agency f o r 
d i s p o s a l . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f ca lendar -
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 
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PAGE 
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!T«<iv. 

N o . 

408 

Descr ip t ion Retent i on 

! 409 

410 

4T 

413 

1414 

415 

416 

Employee I n t e r v i e w Records 

( I n c l u d e s r e l a t e d cor respondence/forms/repor ts used 
f o r employee r e c r u i t m e n t program.) 

Employee T ra in ing/Placement Programs 

( I n c l u d e s r e l a t e d correspondence r e l a t i n g to l o c a l / 
s t a t e / f e d e r a l placement programs. ) 

Employee Reassignments 

( I n c l u d e s r e l a t e d correspondence r e l a t i n g t o employee 
reassignment a c t i v i t i e s . ) 

Employee R e s i g n a t i o n s / T r a n s f e r s 

( I n c l u d e s r e l a t e d correspondence/form l e t t e r s r e l a t i n g 
to employee t e r m i n a t i o n s / t r a n s f e r s . ) 

Employee Spec ia l A c t i v i t i e s 

( I n c l u d e s r e l a t e d cor respondence/other r e c o r d s r e l a t i n g 
to employee donat ions f o r v a r i o u s c h a r i t a b l e 
o r g a n i z a t i o n s . ) 

H i r i n g Exemption Records 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / j u s t i f i c a t i o n s used 
f o r f i l l i n g vacant p o s i t i o n s . ) 

I n c e n t i v e Awards Records 

( I n c l u d e s r e l a t e d cor respondence/other records r e l a t i n g 
to employee I n c e n t i v e awards program.) 

I n j u r i e s (Employees) 

( I n c l u d e s r e l a t e d cor respondence/acc ident r e p o r t s 
r e l a t i n g to employee i n j u r e d i n the work a r e a s . ) 

Leave Requests 

( I n c l u d e s r e l a t e d cor respondence/requests r e l a t i n g to 
1 eave a u t h o r i z a t i o n s / a p p r o v a l s . ) 

C u t o f f a t end o f ca lendar • 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . R e t a i n ' f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in u n t i l employee 
s e p a r a t i o n , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

P S - 9*2 



F O R M - riM-1 * 

R F . V . 2/75 

PGCtt 1354A 

'75 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

S C H E D U L E 
N0- r. ? 
P A G E 

N 0 9 O f 15 
low. 

N o . Descr ip t ion Retent ion 

417 

418 

419 

420 

421 

500 

501 

502 

LeaVe Without Pay Requests 

( I n c l u d e s r e l a t e d correspondence/form l e t t e r s r e l a t i n g t j 
employee l e a v e w i t h o u t pay r e q u e s t s . ) 

Overt ime Requests 

( I n c l u d e s r e l a t e d correspondence/form l e t t e r s r e l a t i n g 
to employee over t ime r e q u e s t s . ) 

P o s i t i o n D e s c r i p t i o n s 

( I n c l u d e s j o b d e s c r i p t i o n s used f o r c l a s s i f i e d work/em
ployment c o n t r o l . ) 

Time Reports/Sheets 

( I n c l u d e s r e l a t e d cor respondence/other r e c o r d s used 
f o r p a y r o l l d e t e r m i n a t i o n s . ) 

T r a i n i n g Nomination Records " 

( I n c l u d e s r e l a t e d cor respondence/other r e c o r d s r e l a t i n g 
t o employee t r a i n i n g / d e v e l o p m e n t . ) 

POLICE RECORDS 

A d m i n i s t r a t i v e Expungement Records 

( I n c l u d e s r e l a t e d cor respondence/records r e l a t i n g to 
j u v e n i l e o f f e n d e r s charged as adults/remanded/ 
waived to J u v e n i l e Court f o r p r o c e e d i n g s . ) 

A r r e s t Number Records 

( I n c l u d e s d a i l y t r a n s a c t i o n sheets used f o r a r r e s t 
number i s s u a n c e / c o n t r o l r e q u i r e m e n t s . ) 

C u t o f f a t end o f ca lendar , 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Retain f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

Des t roy when superseded , r e 
v i s e d , o r a b o l i s h e d . 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 5 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Des t roy a t end o f 3 
y e a r s . 
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503 

504 

505 

\9e 

507 

508 

509 

A r r e s t Case Records 

( I n c l u d e s case f i l e s r e l a t i n g to persons a r r e s t e d / t r i e d 
f o r c r i m i n a l a c t i v i t i e s . ) 

A r r e s t / D1 spo s i t i o n Di ssemi na t i o n s 

( I n c l u d e s r e l a t e d cor respondence , hardcopy a r r e s t 
r e p o r t s / d i s p o s i t i o n s by mail and i n person d i s s e m i 
n a t i o n s . ) 

CHRT Name Searches 

( I n c l u d e s o r a l / t e l e p h o n e / m a i l / i n - p e r s o n CHRI d i s s e m i 
n a t i o n s f o r c r i m i n a l i n v e s t i g a t i o n s / e m p l o y m e n t / l i 
cens ing p u r p o s e s . ) 

Expungement Compliance Records ( E x t e r n a l ) 

( I n c l u d e s r e l a t e d correspondence/expungement o r d e r s / 
p e t i t i o n s r e c e i v e d from law enforcement agencies 
f o r mandatory expungement c o m p l i a n c e . ) 

Expungement Compliance Records ( I n t e r n a l ) 

( I n c l u d e s r e l a t e d cor respondence/other documents r e 
l a t i n g to expungement" c e r t i f i c a t i o n s / c o m p l i a n c e s 
w i t h o u t c r i m i n a l records c o l l e c t e d / m a i n t a i n e d by 
P r ince George 's County P o l i c e Cent ra l R e p o s i t o r y . ) 

Expungement Denial Records 

( I n c l u d e s r e l a t e d co r respondence/ o b je c t io n n o t i c e s / 
p e t i t i o n s / w a i v e r s / o t h e r documents r e l a t i n g to 
expungement d e n i a l s . ) 

Expungement Case Records 

( I n c l u d e s r e l a t e d cor respondence/records r e l a t i n g to 
c o u r t o rdered e x p u n g e m e n t s / n o t i f i c a t i o n s / r e q u i r e -
ments/compl i a n c e s . ) 

M i c r o f i l m i n t o master and . 
d u p l i c a t e f i c h e f o r s e c u r i t y 
and u p d a t e . Dest roy hardcopy 

j a f t e r f i l m I n s p e c t i o n . Re
t a i n m i c r o f i l m e d case f i l e 
u n t i l s u b j e c t f i l e becomes 
75 years o l d , then d e s t r o y . 
Dest roy deceased records 
a f t e r death c o n f i r m a t i o n . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

C u t o f f a t end' o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d i t i o n 
al y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 1 a d d i t i o n 
a l y e a r , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d i t i o n 
al y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
j Reta in f o r 3 a d d i t i o n a l 

y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 5 a d d i t i o n 
al y e a r s , then d e s t r o y . 
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510 Handgun Search Reports 

( I n c l u d e s search r e p o r t s f o r suspects c a r r y i n g 
concealed handguns. ) 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 2 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

511 I n c i d e n t D isseminat ion Records 

( I n c l u d e s d a i l y t r a n s a c t i o n sheets used f o r w r i t t e n 
p o l i c e i n c i d e n t / o f f e n s e d i s s e m i n a t i o n s . ) 

C u t o f f a t end o f c a l e n d a r 
y e a r . Retain f o r 5 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

512 J u v e n i l e Records 

( I n c l u d e s r e l a t e d i n c i d e n t r e p o r t s / a r r e s t r e p o r t s / y o u t h 
f i e l d r e p o r t s / c i t a t i o n s r e l a t i n g to j u v e n i l e o f f e n d 
e r s . ) 

M i c r o f i l m hardcopy . D e s t r o y 
hardcopy a f t e r f i l m i n s p e c t i o n . 
Destroy m i c r o f i l m c a r t r i d g e 
a t end o f 12th y e a r o f t r a n s 
a c t i o n . 

"•• 513 

• 
J u v e n i l e D isseminat ion Records 

( I n c l i l d e s d a i l y t r a n s a c t i o n sheets used f o r o r a l / w r i t t e n 
j u v e n i l e in fo rmat ion to a u t h o r i z e d agenc ies/users f o r 
c r i m i n a l i n v e s t ! g a t i o n s / c o u r t proceedings/employment 
p u r p o s e s / a r r e s t r e p o r t s / j u v e n i l e c i t a t i o n s / y o u t h f i e l d 
r e p o r t s / c a s e r e p o r t s / p h o t o g r a p h s / f i n g e r p r i n t s . ) 

C u t o f f a t end .o f ca lendar y e a r . 
Retain f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

514 J u v e n i l e Expungement Records 

( I n c l u d e s r e l a t e d correspondence/expungement o r d e r s 
r e l a t i n g to j u v e n i l e expunged r e c o r d s . ) 

C u t o f f a t end o f c a l e n d a r y e a r . 
Retain f o r 5 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

515 O f f e n s e / I n c i d e n t Records 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / i n v e s t i g a t i o n r e c o r d s 
r e l a t i n g to i n c i d e n t / f i r e / m i s s i n g person/proper ty/ 
v e h i c l e s / o t h e r compla ints f o r p o l i c e a c t i o n s . ) 

M i c r o f i l m hardcopy . Des t roy 
hardcopy a f t e r f i l m i n s p e c t i o n . 
Dest roy m i c r o f i l m c a r t r i d g e 
a t end o f 25 y e a r s . 

516 Pawnbroker Records 

( I n c l u d e s s e l l e r / b u y e r r e c o r d s r e l a t i n g t o personal 
p r o p e r t y pawn/loan t r a n s a c t i o n s by l i c e n s e d d e a l e r s . ) 

C u t o f f a t end o f c a l e n d a r y e a r . 
Reta in f o r . 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

5V/ Photographic Negat ives ( F e l o n y Cases) 

( I n c l u d e s photograph ic negat i ves r e l a t i n g to f e l o n y 
i n v e s t i g a t i o n s . ) 

C u t o f f a t end o f ca lendar y e a r . 
Reta in f o r 25 y e a r s , then 
d e s t r o y . 
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Descr ip t ion Retent i on 

519 

'520 

1521 

523 

600 

1601 

1602 

Phonographic Negat ives (Misdemeanor Cases) 

( I n c l u d e s photographic negat i ves r e l a t i n g to misdemeanor 
i n v e s t i g a t i o n s . ) 

P h o t o / P r i n t / F B I Rap Sheet D isseminat ions 

( I n c l u d e s r e l a t e d cor respondence/cr imina l p h o t o s / f i n g e r 
p r i n t s / F B I rap sheets d isseminated to a u t h o r i z e d 
agencies f o r law enforcement a c t i v i t i e s . ) 

Prec ious Metals/Gems Records 

( I n c l u d e s s e l l e r / b u y e r records r e l a t i n g to p rec ious 
metals/gems t r a n s a c t i o n s by l i c e n s e d d e a l e r s . ) 

P r o p e r t y I n v e n t o r y Records (Whi te ) 

( I n c l u d e s p o l i c e r e c o r d s r e l a t i n g to p r o p e r t y c o n f i s 
c a t i o n s / s e i z u r e s . ) 

R ide -A long Records 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / a p p l i c a t i o n s / r e l e a s e s / 
o t h e r documents r e l a t i n g to r i d e - a l o n g program.) 

S e c u r i t y Records 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / r e p o r t s / s u r v e y s / d i a -
grams used f o r c o m m e r c i a l / r e s i d e n t i a l p r o p e r t y p r o 
t e c t i o n p u r p o s e s . ) 

PRINTOUT RECORDS 

( I n c l u d e s reports/summaries/statements/other machine 
readable r e c o r d s processed by automated/e lec t ron ic 
data p rocess ing systems/computers used f o r agency 
o p e r a t i o n s . ) 

B i c y c l e R e g i s t r a t i o n s 

C i t a t i o n D i s p o s i t i o n s ( T r a f f i c ) 

C u t o f f a t end o f ca lendar , 
y e a r . Retain f o r 10 a d d i t i o n 
al y e a r s , then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r 
Retain f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 3 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

M i c r o f i l m hardcopy . Dest roy 
hardcopy a f t e r f i l m i n s p e c t i o n 
Dest roy m i c r o f i l m c a r t r i d g e 
a t end o f 30 y e a r s . 

C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f ca lendar 
y e a r . Reta in f o r 10 a d d i t i o n 
al y e a r s , then d e s t r o y . 

Dest roy when superseded o r 
Sobsol e t e . 

Dest roy when superseded o r 
b b s o l e t e . 
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603 I D ispatch Records 

( I n c l u d e s computer generated r e c o r d s r e l a t i n g to . 
c o m p l a i n t s / i n c i d e n t s handled by communicat ions/f ie ld 
o p e r a t i o n s p e r s o n n e l . ) 

604 

605 

606 

Miss ing Summons/Book A u d i t Reports 

Prec ious Metals/Gems/Pawn Reports 

P r i n t o u t Name I n d i c e s 

( I n c l u d e s computer generated p r i n t o u t s used to r e t r i e v e 
hardcopy/microform p o l i c e o f f e n s e / i n c i d e n t / a c c i d e n t / 
c r i m i n a l / j u v e n i l e ' r e p o r t s . ) 

A d u l t .Name I n d i c e s 

Acc ident I n d i c e s 

J u v e n i l e I n d i c e s 

O f f e n s e / I n c i d e n t I n d i c e s 

Pawnbroker I n d i c e s 

Prec ious Metals/Gems I n d i c e s 

M i c r o f i l m h a r d c o p y . Des t roy 
hardcopy a f t e r f i l m i n s p e c 
t i o n . D e s t r o y m i c r o f i l m 
c a r t r i d g e a t end o f 25 y e a r s . 

Dest roy 1 year a f t e r a u d i t 
compl iance . 

Dest roy when superseded o r 
o b s o l e t e . 

M i c r o f i l m hardcopy . Dest roy 
hardcopy a f t e r f i l m i n s p e c t i o n 
Dest roy m i c r o f i l m c a r t r i d g e 
a t end o f 3 y e a r s . 

Reta in f o r 3 y e a r s , then 
d e s t r o y . 

M i c r o f i l m hardcopy . D e s t r o y 
hardcopy a f t e r f i l m i n s p e c t i o n 
Dest roy m i c r o f i l m c a r t r i d g e 
when o f f e n d e r becomes 30 y e a r s 
o l d . 

M i c r o f i l m hardcopy . Des t roy 
hardcopy a f t e r f i l m i n s p e c t i o n 
Des t roy m i c r o f i l m c a r t r i d g e a t 
end o f 25 y e a r s . 

Retain f o r 2 y e a r s , then 
d e s t r o y . 

Reta in f o r 2 y e a r s , then 
d e s t r o y . 
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Item 

N o , Descr ip t ion Retent ion 

607 T r a f f i c Master L i s t s Dest roy when superseded o r -
o b s o l e t e . 

608 T r a f f i c T i c k e t Summaries Dest roy when superseded o r 
o b s o l e t e . 

609 Other Computer Generated P r i n t o u t s Dest roy when superseded , u p 
d a t e d , o r o b s o l e t e . 

700 REPORTS/STATISTICS 

( I n c l u d e s r e l a t e d c o r r e s p o n d e n c e / i n f o r m a t i o n a l / s t a t i s 
t i c a l / n a r r a t i v e / p e r i o d i c / a d m i n i s t r a t i v e / m a n a g e r i a l / 
r e c u r r i n g / n o n - r e c u r r i n g / s i t u a t i o n r e p o r t s f o r i n t e r 
nal / e x t e r n a l u s e s / d i s s e m i n a t i o n s . ) 

i 

i 

701 Annual, Uni form Crime Reports Retain permanent l y . 

702 • Crime A n a l y s i s I n f o r m a t i o n B u l l e t i n s C u t o f f a t end o f c a l e n d a r y e a r 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

A Monthly Summaries 

B Weekly Summaries • 

704 RAFIS Annual Reports Reta in u n t i l computer system 
r e p l a c e m e n t / d i s m a n t l i n g , then 
d e s t r o y . 

705 S e r v i c e I n d i c a t o r s Reports C u t o f f a t end o f c a l e n d a r y e a r , 
Reta in f o r 10 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

706 S i t u a t i o n / S p e c i a l Reports C u t o f f a t end o f c a l e n d a r 
y e a r . Reta in f o r 3 a d d i t i o n a l 
y e a r s , then d e s t r o y . 

707 

800 

Weekly Cr ime/Offense Reports 

TRAFFIC RECORDS 

C u t o f f a t end o f ca lendar y e a r , 
Retain f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

( I n c l u d e s r e c o r d s r e l a t i n g to motor v e h i c l e warnings/ 
t r a f f i c s a f e t y v i o l a t i o n s . ) 
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f 
N o . 

003 

804 

805 

807 

Descr ip l ion 

801 , AccJclont Photographs 

80? Maryland Uniform C o m p l a i n t s / C i t a t i o n s 

Motor V e h i c l e Acc ident Reports 

S a f e t y Equipment Repair Orders 

Summons (Defendants/Witnesses) 

T r a f f i c C i t a t i o n T r a n s m i t t a l Sheets 

Warning Not ices 

S C H E D U L E 

PAGE 
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Retent i on 

C u t o f f a t end o f ca lendar y e a r . 
Retain f o r 5 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r 
y e a r . Dest roy 1 y e a r a f t e r 
MVA a u d i t compl iance . 

C u t o f f a t end o f ca lendar y e a r . 
Reta in f o r 3 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end o f c a l e n d a r y e a r . 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

C u t o f f a t end 'of c a l e n d a r y e a r . 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 

IC u t o f f a t end o f c a l e n d a r y e a r . 
Reta in f o r 1 a d d i t i o n a l y e a r , 
then d e s t r o y . 

C u t o f f a t end o f ca lendar y e a r . 
Reta in f o r 2 a d d i t i o n a l y e a r s , 
then d e s t r o y . 


